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Introduction 
This User Guide describes the Kentucky Information Technology Standards (KITS) Exception Process for 

requesting a Commonwealth Office of Technology (COT) Information Technology Standards Committee 

(ITSC) standards exception, modification, or addition.    This process is initiated by completing an ITSC 

Exception/Addition/Modification Request eForm located on the Enterprise and Architecture and 

Standards web site. 

http://technology.ky.gov/governance/Pages/OverviewofenterpriseITPolicyStandards.aspx 

 

This new process will reduce the need for the manual COT-F026 and COT-F027 forms, by permitting 

requests to be submitted via the KITS eForm.  The manual F-027 form will remain available for use as 

needed and the F026 form will be eliminated. 

 

The KITS eForm is available to users that can access the Kentucky Collaborative Work Environment 

https://cg.ky.gov/Pages/CWE-Home-Page.aspx 

 

 

 
 

KITS Exception Process Overview 
The following two diagrams illustrate the Roles and Responsibilities map, followed by a List of Roles and 

Responsibilities, and the KITS eForm Workflow Overview process divided into swim lanes.  

  

http://technology.ky.gov/governance/Pages/OverviewofenterpriseITPolicyStandards.aspx
https://cg.ky.gov/Pages/CWE-Home-Page.aspx
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Roles and Responsibilities 

Requester
Agency CIO 

or Equivalent

ITSC 
Coordinator

ITSC Voting 
Group 

COT 
Standards 

Group

eForm/
ITSC Site

Roles & Responsibilities Map

List of Roles & Responsibilities

Vote on 
Application Requests

Vote on Application and 
Infrastructure Requests

Open Vote, Set Vote End Date, 
Monitor, and Close Vote

Approve RequestGenerate Initial Request

Agency CIO or Equivalent: Approve business need and budget authority.  

COT Standards Group: All voting and discussion.

Domain Architect: Lead and contribute to technical discussion.

ITSC Coordinator: Manual admin checks and facilitation.

ITSC Voting Group:  Application voting and all discussion.

Requester: Initiate request for technology.

Commonwealth CIO: Responsible for KITS (approve/Deny) based on Commonwealth Architecture 
requirements and owns the KITS/ITSC Approval Process

Contribute to 
Technical Discussion

Domain 
Architects

Contribute to Technical 
Discussion

Contribute to Technical 
Discussion

KITS eForm/ITSC Site Roles

 
Figure 1 - Roles & Responsibilities Map 
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KITS eForm Workflow Overview 

KITS eForm Workflow Overview 
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Phase

Application
Or

Infrastructure
?

EAS005
Subject: Open 
Vote Request: 
<Agency><Technology/
Product> <YYYY-MM-
DD>

Set Vote Date.
Application

Or
Infrastructure

Requester makes a 
Request

Approve
?

EAS002
Subject: Agency 

Approval: <Agency> 
<Technology/Product> 
<YYYY-MM-DD>

EAS002
Subject: Agency 

Approval: <Agency> 
<Technology/Product> 
<YYYY-MM-DD>

EAS003
Subject: Open Vote 
Request: 
<Agency><Technology/
Product> <YYYY-MM-DD>

EAS003
Subject: Open Vote 
Request: 
<Agency><Technology/
Product> <YYYY-MM-DD>

EAS004
Subject: Open Vote 
Request: 
<Agency><Technology/
Product> <YYYY-MM-DD>

EAS004
Subject: Open 
Vote Request: 
<Agency><Techn
ology/Product> 
<YYYY-MM-DD>

EAS006
Subject: Review 
in-Process: 
<Agency><Techn
ology/Product> 
<YYYY-MM-DD>

EAS006
Subject: Review 
in-Process: 
<Agency><Techn
ology/Product> 
<YYYY-MM-DD>

Application

EAS007
Subject: Voting Opened 
Exception: 
<Agency><Technology/
Product> <YYYY-MM-DD>

EAS007
Subject: Voting Opened 
Exception: 
<Agency><Technology/
Product> <YYYY-MM-DD>

Vote/Comment on 
Application 
Requests

Vote/Comment on 
Infrastructure 

Requests

Vote to put 
Request on Hold

?

Vote to put 
Request on Hold

?

infrastructure

EAS008
Subject: a member has 
voted hold Close Vote Approved

?

EAS009
Subject: ITSC 
Request 
Approved

EAS010
Subject: ITSC 
Request Denied

EAS011
Subject: ITSC 
Request Held for 
Meeting

EAS009
Subject: ITSC 
Request 
Approved

EAS010
Subject: ITSC 
Request Denied

EAS011
Subject: ITSC 
Request Held for 
Meeting

Yes: Vote On Hold

No

Yes Yes

Denied
?

On Hold
?

No No

Yes

No

Yes

Yes

No

EAS009
Subject: ITSC 
Request 
Approved

EAS010
Subject: ITSC 
Request Denied

EAS011
Subject: ITSC 
Request Held for 
Meeting

EAS009
Subject: ITSC 
Request 
Approved

EAS010
Subject: ITSC 
Request Denied

EAS011
Subject: ITSC 
Request Held for 
Meeting

 
Figure 2 - KITS eForm Workflow Overview 
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Request Form 
 

Agencies requesting the purchase of products and services outside the parameters of the KITS 

must, regardless of cost, develop an exception business case supporting their request. The 

request and business case should be approved by the agency’s highest ranking IT officer or their 

designee and submitted to the Division of Enterprise Architecture of COT’s Office of Enterprise 

Technology (OET).  Upon receipt, OET will review and respond to requests within five (5) 

business days.  Exceptions/Additions/Modifications to KITS are made by the Information 

Technology Standards Committee (ITSC) with the approval of the Commonwealth CIO. (The CIO 

may approve or deny requests for Exception/Addition/Modification to KITS independently of 

ITSC decisions). 

 

The Exception/Addition/Modification Request Form (eForm) shall be used for documenting the 

business case and requesting an exception or a change to standards. The business case must 

develop specific justification for the limited use procurement of non-compliant IT products 

and/or services. The justification must make a strong and compelling business case of why the 

purchase is in the best interest of the Commonwealth.  

 

Note: the approval for an exception, addition, or modification to KITS does not address whether 

a procurement vehicle exists or whether an existing vehicle may be used by the requestor. 

 

 Questions about the content of the KITS Exception Request template may be directed to 

the Director of Enterprise Architecture. 

 Submission of eForm will generate an email to the selected Requesting Agency Officer 

to approve. 

 Once the Agency Officer has approved, and email will be sent to:  

COT Division of Enterprise Architecture at:  EAStandards@ky.gov. This email is the 

equivalent of an electronic signature.  

 

 

  

mailto:EAStandards@ky.gov
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Request Information Section 

 
 
After selecting a Request Type of Exception, the Exception 
Request Section opens. 

 
 

  

Request Type:  Select Exception, 
Modification, or Addition to the 
current standards.  Note that after 
selecting the Request Type, the 
corresponding Request Type 
Section is opened 
 
Request Date: Auto-populated with 
today’s date but can be changed by 
clicking the Calendar control on the 
right. 
 

Requesting Agency: Select an 
agency from the dropdown list.   
 
If you can’t find your agency, click 
the “Click Here” link next to the 
“Can’t find Requesting Agent?” 
message for further instructions. 
 

Business Unit:  Select a business 
unit from the dropdown list. 
 

Requested By: Auto-populated 
based on requester's login account 
 
Contact Info:  Auto-populated 
based on requester's login account. 
 

Agency CIO or Equivalent:  This 
dropdown list is auto-populated 
based on the Requesting Agency 
and Business Unit selected.  Select 
an approver.   
 
Agency BRM: Auto-populated 
based on the selection made in the 
Agency CIO or Equivalent 
dropdown list. 
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<Request Type> Request Section 

 

 After the Request Type is selected 
in the Request Type field, the 
corresponding <Request Type> 
Request Section is open: Exception, 
Modification, or Addition. 
 
EAS Domain: Select a legacy EAS 
Domain. 
 
EAS Standard: Select a legacy EAS 
Standard associated with the 
selected EAS Domain. The KITS 
Domain Area Category is then 
auto-populated. 
 
KITS Domain Area Category: Auto-
populated after selecting the EAS 
Standard. 
 
For help finding KITS Domain, Area, 

or Category information click the 

Click Here link next to the  

“Need help finding this 

information?” message. 
 
Technology/Product: Enter the 

technology or product you are 

requesting. 

 
Note: Please use the original 
manufacture published product 
name. 
 

 
 

  

  

https://cgp.ky.gov/sites/COTPUBDOCS/Standards/UnknownKITSNumber.pdf
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Strategic Procurement Request (SPR) Process Section 

   

 

 If the ‘Yes’ radio button is selected 

for the question “Was this 

issue/request placed on Hold 

during the Strategic Procurement 

Request (SPR) process?” then the 

SPR Process section is opened. 
 

Provide the Document ID (SPR 
number) as referenced in the 
notice (email):  Enter the SPR 
number. 
 
 

 

Review Meeting Section 

 

 If the ‘Yes’ radio button is selected 
for the  question “Was this issue 
discussed in an Internal 
Architecture Design Review 
meeting and/or an Information 
Technology Standards Committee 
meeting?”, then the  Review 
Meeting Section is opened. 
 

Meeting Information: 
IAD Review Meeting and/or ITSC 
Meeting check boxes. 
 

IAD Meeting Date:  Enter the 
date. 
 

ITSC Meeting Date:  Enter the 
date. 
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Business Case Section 

   

 

 Provide business justification, 
implications, benefits, 
consequences, risk migration, and 
links to additional product 
information concerning this 
request. 
 
For help completing this section 
contact your Business Relationship 
Manager (BRM). 
 

 

Attachments Section & Submit Request 

 

 This section allows adding 
attachments. 
 
At the end of the form the 
requester clicks the Submit button 
to submit the request for agency 
approval. 
 
To retrieve “Save Without Submit” 
requests or to review/access your 
requests, click the Open Requests 
link on the Enterprise Architecture 
and Standards site: 
https://cg.ky.gov/exe/EA/ITSC/_layout
s/15/start.aspx#/Lists/ExceptionReque
stForm/My%20Requests.aspx 
 
 
 

   
 

  

https://cg.ky.gov/exe/EA/ITSC/_layouts/15/start.aspx#/Lists/ExceptionRequestForm/My%20Requests.aspx
https://cg.ky.gov/exe/EA/ITSC/_layouts/15/start.aspx#/Lists/ExceptionRequestForm/My%20Requests.aspx
https://cg.ky.gov/exe/EA/ITSC/_layouts/15/start.aspx#/Lists/ExceptionRequestForm/My%20Requests.aspx
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Submitted Request  
   

 

 After submitting a request, the 
Request List is displayed showing 
the Request just made.  Status of 
Request is “Agency Officer Review”  

   

 

 After submitting the Request the 
agency approver receives an e-mail 
with the requester cc’d. 
The e-mail Subject is in the 
following format: Agency Approval: 
<Agency> <Technology/Product> 
<YYYY-MM-DD> 
 
For example, the e-mail on the left, 
Subject line is “Agency Approval: 
Exception Boards and Commissions 
12:56AM_TestSP3 2015-07-22 
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Agency Officer Approval 
After a requester completes the Request form and clicks the Submit button an email is sent to the 

Agency CIO or Equivalent as specified on the Request Form 

 

 

  
 
 
 
An Agency Approver receives an e-
mail from a Requester containing a 
link to the Request. 
 
Clicking the link opens the Request. 
 
                         

 

 The Agency Approver checks the 
checkbox acknowledging authority 
to approve this request and then 
clicks the Approve button to submit 
the request to the ITSC Coordinator 
to open the vote, set vote end date, 
monitor, and close vote. 

   
 

ITSC Coordinator  

 

  
 
ITSC Coordinators receive an e-mail 
with a link to the Request after 
approval by the Agency CIO or 
Equivalent. 

 

 ITSC Coordinator selects the Voting 
Group, either Application or 
Infrastructure, and then establishes 
the Scheduled Voting Close Date. 
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ITSC Voting Members 
   

 

  
ITSC Voting Members receive email 
notification to vote on Application 
Requests. 
 
 
The Exception Request drop-down 
list shows requests they are 
allowed to vote upon. 

   

 

  
 
 
 
 
 
 
After voting, a voter can see the 
voting counts and who has voted. 
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ITSC Infrastructure Voting Members 
   

 

  
 
 
ITSC Infrastructure Members vote 
on Application and Infrastructure 
Requests. 
 
The Exception Request drop-down 
list shows requests they are 
allowed to vote upon. 

   

 

  
 
After voting, a voter can see the 
voting counts and who has voted. 
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Tally Votes & Determine Disposition 
After the Vote Close Date, the ITSC Coordinator tallies the vote and determines the request disposition.  

If an exception is approved an ITSC number is assigned, the Discussion Group is closed, Voting is closed, 

and notifications of outcome are sent to Requestor, Agency Approver, ITSC Voting members, and 

Domain Architects. 

 

 
 
Figure 3 - Tally Votes & Determine Disposition 

  

Count/Tally Votes
(Need a SharePoint 

screen)

Accept
?

Request Status set 
to “Approved”

Deny
?

On Hold
?

Request Status set 
to “Deny”

Request Status set 
to “On Hold”

Yes

Yes

Yes

No

No

Assign ITSC #

Close Discussion 
Group

Close Survey/Voting

Close Request or 
Archive (All items 

View?)

Notify all of 
outcome:

Requestor, ITSC 
Voting members, 

DAs

Close Discussion 
Group

Close Survey/Voting

Move Open Request 
to All items view

Notify all of 
outcome:

Requestor, ITSC 
Voting members, 

DAs

Manually compete 
voting process

Send Email
To Requestor,
Approver,BRM

Send email to
ITSC Survey 

Administrators

Withdraw 
Request

?

Yes
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Setting SharePoint Alerts on SharePoint Lists 
 

To stay updated when documents or items on a SharePoint site change, set up alerts. 

 

 
Figure 4 – SharePoint Alerts 

 

The above graphic highlights the steps to set up an alert on a document library.  For further information 

on setting alerts see this links: 

 

How to create and modify User Alerts (SharePoint 2013) 
https://www.youtube.com/watch?v=U8qcdjk15Cw 

 

Create an alert or subscribe to an RSS feed 

https://support.office.com/en-ca/article/Create-an-alert-or-subscribe-to-an-RSS-feed-e5a79e7b-a146-

46da-a9ef-d65409ba8918 

 

https://www.youtube.com/watch?v=U8qcdjk15Cw
https://support.office.com/en-ca/article/Create-an-alert-or-subscribe-to-an-RSS-feed-e5a79e7b-a146-46da-a9ef-d65409ba8918
https://support.office.com/en-ca/article/Create-an-alert-or-subscribe-to-an-RSS-feed-e5a79e7b-a146-46da-a9ef-d65409ba8918

